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Introduction 
Once each year, the Host Agency Agreement that describes your relationship with AARP Foundation SCSEP must be 

renewed.  In order to continue having SCSEP participants assigned to your organization, you must renew the Host 

Agency Agreement by August 31st.   

To renew your Host Agency Agreement, you will need to: 

 Access our website 

 Have the fax or email with your “account code” (e.g. 123-995) 

 Log into the system using your account code and zip code 

 Review the Host Agency Agreement 

 Print a copy for yourself if needed 

 Electronically sign the agreement 

 Log off of the system  

This manual is designed for Host Agency Directors to assist you in using the new Host Agency Resource Site and the on-

line HA Agreement Renewal system (HARS).  If you are unable to access the internet or are unable to access the HARS 

system, contact your AARP Foundation SCSEP Project Director for assistance. 

HA Required Actions 
1. Host Agencies receive a fax and email Renewal Notice 

2. Host agency directors logon using the account code sent to you via email/fax and then enter your 5-digit zip 

code 

3. Review and sign the renewal agreement by August 31st 

July 1st (or thereabouts): Host Agencies receive a fax and email Renewal Notice 
The HA Agreement Renewal process begins with a Renewal Notice being sent to your organization via fax and/or email. 

The Renewal Notice contains an Account Number that allows you to create your own user account in the Renewal 

system. 

Below is a sample email notification. Note that there is an embedded link in the email (circled). To access the HARS 

system, with your account code already entered, you can simply click on that link (you may have to hold the CRTL key 

while you click it) or you can copy and paste the link into your browser. 

This makes access to the system very easy and streamlined. 
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Below is a sample FAX Renewal Notice. In this case there is no “embedded link” so you must access the web-site and 

then enter your account code and then your zip code. 
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                                   Sample FAX 
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No Later Than Aug 31st: Host agency directors should have logged into HARS, signed 

& submitted their Renewed Host Agency Agreement 

Instructions for Host Agency directors 
 Use the links in the email or fax you have received, OR 

 Go to the Host Agency Website: www.aarpworksearchha.org  

 Select on the HA Agreement Renewal System: 

 

 Log on using your account code (e.g. 123-995, with the hyphen) and your five-digit zip code. NOTE: If you used 

the embedded link in the email notification you will by-pass this step. 

http://www.aarpworksearchha.org/
https://www.scsep.org/HostAgency/Home.aspx
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 Note that we may display a “system notification” message with any last minute news or instructions 

 Verify that the account code you enters matches your organization and then enter your 5-digit zip code  

 

 Click the Next button and you will be taken to your Host Agency Agreement form 
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Read through the Host Agency Agreement:  

 

 Use the Print Electronic Agreement button to have a copy for your files before you sign or you will have to login 

a second time to print the agreement 

 Scroll to the bottom of the agreement.  Electronically Sign and Submit renewed agreement 

 Don’t forget to check the “I certify…” box 
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 Click Sign and Submit and you will see this pop-up message; click OK to proceed 

 

 You have successfully renewed your Host Agency Agreement.  Click OK. 

 

 You are automatically logged out and taken to the public HA web site 

 

FINISHED !!         

 


